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TRANSPORTATION DIVISION
LOGISTICS OFFICE

DISCUSSION
25X1A . While ne sigmificant organization changes are required ia the Transportation Divislion several
minor changes are propesed in order {o regponsibilities, Thess
consist primarily of: (1) eatablishing a n the Cargo Bransh %o super—

25X1A Vise the movement of cargo in and out of the | tnd t6 supervise the truck flest
assigned for suppsert of the Depots this funct ted directly to the Chief,

Transportation Division, and (2) refinement of staff and line functioms within the Division.

JUSTIFICATION
' The Staffing for the Transportation Division proposed herein is based upsa past, current and

antieipated workload and the nuber of personnel presently assigned. Based on g considera= o5x 1A

tions and supparted by workload data (see next pag Table of Orgamigation of pesitions
positions.

is proposedo The present approved T/0 consists of

SECRET
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STATFMENT OF FUNCTIONS

TRANSPORTATION DIVISICH
LOOISTICS OFFICE

 MISSION |

Undexr the supervison of the Chief of Legisties, the Transportstion Division provides for the
mavement of Agency supplies snd cquipment, personnel, household goode, and privately owned automobiles.
Develeps .and rocommends transportation regulations, procedures, and programs whieh will insure

g~

timely movement of persomnel, equipment and suppiies to meet operational requiremsnts in the mosd
efficient oand economical manner
1. Develop; recommsnd and implement regulations and procedurses perteining 4o the transporia- .-
tion ef personnel, equipment and supplies; the operation, use and maintenance of Agensy i
controlled motsr vehicles.
2. Provide Staff and Technical Guidance with regard to all Agency transportation matierse
3, Fornmlate plans, pelicies snd techricsl methods for the training of persomnel engaged in 25X1E

transporiation activities.

Lo

-voq Ay

5. Provide motor truck transportation for the movement of Agensy equipment end gupplies 1in -
the departmenta) area and for long distance haulso 25X4C

6. Provide headqusrters motor pcol service and scheduled bus service.
7o

SEgRET
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SECRET
STATEMENT OF FUHCTIONS
OFFICE OF THE GBIz
TRANSPORTATION DIVISION
IOGISTIGS OFFICE
1. Advises the Chief of loglstics and other organizational elements of the Loglstice Office

and the Agency on matiters conceraing transportastion services and traffic management. Arranges
for the transportation of perscunel, property and supplies.

2. Organizes, directs, and supervises the activities of the Transporteiion Division §n such
& manner as to ensure that the mission of the Division is accomplisbed,

3. Delegatse authority and responsibility to Transportation Divisicn Steff and Branck Chiefs
&3 necessary te accomplish the Division Mission in accordanse with instructions and directives
rogarding delegation of authority and responsibility.

4. Effects liaison with lateral organizations and/or offices of the Agency, other Gnvernment

agencies and departments and commercisl firms as necessary to accomplish the mission of the
Transportation Division,

o+

ele
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STATEMENT OF FUNGTIOKS
PLARNING AND CONTROL STAFF
TRAKSPORTATION DIVISION

LOGISTICS OFFICE

1. Advises the Chief, Transportation Division, on overall objectives and accomplishments of the
Tranaportation Division,

2, Develops, coordinates and recommends fuactional plans and long-range plans with reference to
transportation activities and facilities.

3, Reviews and coordinates proposed Agency transportetion policies and regulatory material developed
by other cemponents of the Transportation Division; propares such meterial in finsl form for submission
to0 higher suthority for approval.

L. Coordinates the preparation and submission of the Transportatien Division budget, and revisions
thersto, to the Chief, Transportation Division, for approvalj and assistis the Chief, Transportation Divi-
sion, in presenting seme to higher authority.

5, Makes contimuing review of the organization and functions of the Transportation Divigion and
makes appropriate recomwendations to the Chief, Transportation Division.

6, Supsrvises the development of, and recommends reporting procedures; consolidates reports from
Broushes of the Transportation Division and other transportation setivities; reviews and analyzes reports
and makes recomrendations to the Chief, Transportation Division.

7. Effects liaison with lateral organizations of the Departments of the Army, Navy and Air Force
and other Oovernment Acencies, and with lateral components of the Logistivcs Office and the Agency with
regard to transportetion policy matiers.

8. Reviews Public Laws, I.C.C. Regulstions, Regulstions of Departments of Defense, General Services
Administration and other Covernment Agencies and other pertinent directives and advises the Chief, Trans=
portation Division on transportation matters included therein.

SECRET
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STATEMENT OF FUKCTIONS
PLANNING AND CONTROL STAFF
TRANSPORTATION DIVISION
LOGISTICS OFFICE
i

9 Recommends and coordinates the development of programs, methods and procedurss for training
in technical transportation matters.

10, ' Reviews, coordinates and recommends appropriate procedures for obtaining, evaluating and col-
lating information necsssary to properly advise the Chief, Trensportation Division, on all matters
pertaining to the allocation, opsration, use, and maintenance of Agency motor vehiclesj the movement
of employees and dependents and the shipmwent of personal effects, household goods and privately owned
automobiles; and transportation of materiel,

SEC’:E‘I‘

f
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STATEMENT OF FUNCTIONS
ADMINISTRATIVE STAFF
TRANSPORTATION DIVISION
LOGISTICS OFFICE

1. Determines and recommends office administrative procedures and policies,

2. Receives, suspends, routes and dispatches officiasl corraspondencej; maintains the Trans-
portation Division control and supervises the records retirement program.

3. Maintains a current file of publications end directives.

L. Recommends persomnel policies and procedures, to include personnel menagement and record
keeping.

5. Prepares all personnel actions affecting personnel of the Transportation Division,

6. HMaintains ilaison with the Personnel Branch, Logistics Office, on matiers affecting personnel
of the Transportation Division,

7. Interviews or arranges for interviews of applicants and prospective employses.

8. Develops personnel training requirements for the Transportation Division in conjunction with
policies established by the Logistice Office and arranges for the enrollment of personnel in the
reired echoele and +rpining programs,

9, Prepares travel orders and travel vouchers, os required,

10. Prepares requests for office spacs, office equipwent, i-lanhone service, parking permits and
other general administrative services,

SEYRET
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STATEMENT OF FUNCTIONS
ADMINISTRATIVE STAFF
TRANSPORTATION DIVISION
LOGISTICS OFFICE

11. Reviews correspondence prepared for the signaturs of the Chief, Deputy Chief, and Executive
to ensure compliance with pertinent regulations and directives pertaining to the preparation, routing,
distribution and security classification,

12, Adviges the Chief, Trensportation Division, on matters pertaining to internal security.

S T
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BECRAT

BTATRENY OF FOETIORS
PADTRAGER MOVEMERT BRARY
THARGPOSTATION LYVIsION
LOCIETIS PP

1. Bueroises siaff and techniesl supsrvision over tvensportstion nattoes '
] ¥ : e v pertaining o the
=OVENSne of Agengy porsounel, thelr dupasdeate, bousehald effests, peivatsly ovasd gubanobiles snd

3. Regopumuds and implemeuts polizies for ddstribution of yasganger traffic vie comercisl garviers.

k., Effssts the necessary coordination with the Direstor of Transporia Head
o tion, Traffic Diviai -
queziers, UBAP, for zecuring air movaament desigsators and resarving pessenger ap'ae:a o HATS air-:z?b;ft.

5. Prepaves and subalte monthly fovesasts of Agensy passenger regquirements on MATS airersfs.

6. Armanges for the psskimg, crating snd shiprent of housghold goods
3, persoonl effeets, eutcmodiles
end beggage of Agernay cmployees o all pearts of the world, oudsids he tmi‘:e& Sistee, its tmirmariea ’
anéd possessions, in ascordanse with existing policies, regulstions and proceduvres. '

7. Arranges Por the disshorge &t port of enty Y» Cusions glearance, inland treasport 3] i
% agporsebion, wipheki
acozévm'y %o quart;:g's, and noeespary cartage incident thersto as Dnthori:’,ea on shipsents of hou;ehalpf o
F aé Vép:ramal =) wggi c::“:.mohﬂoa end bagaegs of Agensy anployesse returning ©o the Usited Stales

8. ; ~ , I - rer e R
por mee for tfw storage in the Uaited Siates of houzehold goods and povecael offusis of Agensy

r&guiz?f;ﬂ Arrenges for chartered bus service in assordspss with Agonoy regulnvions oed polisias when

g
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STATEMERT "F FUNCTINNS
PASSENAER MOVEMENT RRANCH
TRANSPORTATION DIVISION
LOGISTICS OFFICE

10 Reviews existing Agenc. regulations policies and procedures governing travel and trangportation
and makes necessar reccemendations £or the implementation and changes of thase directives.

1 Maintains & pett  emsh fund for the purpose of reimbursing Agency employees using texicadbs and
other publie transportation vhile on officisl business in the metropoliten ares of Washington, 0. C

12 Arranges for the procurement, safeguarding and issuance of
used by all camponents of the Transportation Division

F:.ns of lading

-2
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STATEMERT OF PUNCTIONS
PASSENGER MOVEMERT BRAKCH
TRAKSPORTATION DIVISION
I0GIBTICS OFPICE

Xnbound Sestion
1. Arvange for the diseharge at port of entry, customs clearsove, inlgnd transportation, temporary

gtornge, unpacking, delivery to quarters, end necessary eartags incldent thereto, &8 authorized cn
ghipment of houcehold goods, persomal effacts, automobiles and baggage of Ageney employess returning

to the United States from the fisld.
2. Meintains nocessery records and files pertaining to inbound shipments of perponsl effects, houge-
hold goods. automobiles and boggege of Agemcy employess.

3. Verifies services rendered and prepares for certification by Chiaf, Pasconager Movement Branch,
bille for paymant for the movement of household goods, parsonal effects, privately owmal antamobiles

and bageage
Outbound Seetion

1  Arranges for the pecking. crating snd shypmsnt of household goods, personel effects, automoblles
and beggage of Agency employees to all parts of the world, ocutside the United States, its territories

and possessions es authorized

2 Arranges for the storsge in the United States of household goods and personal effeets of Agemey
personnel &s authorized .

3 Prepares and issues Govermment Bills of lading.

L vVerifies sorvices remdsred and prepares for eertifieation by Chief, Pagsmnger Movement Branch,
bilis for peywent for the movement of household goods, persomsl effects, privately ownad autonobiles

and tagamge
5 Maintains neeessary records and files pertaining to outbound shipments of personal effects,
household goods, autamobiles and baggage of Agency employees

3 / o
SECRET
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STATEMENT OF FUNCTIONS
CARCGO BRANCH
TRANSPORTATION DiVISION
LOGISTICS CFFICE

Flens, arvanges for, and coordinates all aspecte of the movement of material by all methods of transportaiicn
frea point of origin to destination.

Coordinabes the booking of spzee, processing and igsusnce of nsceasary documente end movement of cargo to
ports of embarkation via govsrnment channsls or commarciel carriers.

Dovelops information relsting to routes and schedulss of carriers, clearad contants of commercial and
governmental carriers, and regulasiions and requirements for ecargo shipment, 25X1C

Provides tachnical advice and guidance for all phasss of the shipment of Agancy carge.

Provides infermation and asslstance, as roquested, relating to the shipmsnt of meterisi for operationsl
purposes and recommands mode of shipment to shippers on the basis of operatiocnsi requirsments.

Reecomnends nacessary changes or additions to Agency regulations snd directives relsting to cargo movements,

Meinteins limison with Comptroller's Office in the handling of esrrisrg® invoices and procsszss vouchers for
pmﬁnto

Conbacts carriers end other government agencies wherse nscessary to expedite shipments and to procure nocessary
shipping documents.

Arrangss incoming shipment of Agency materiel from overseas stshions. Furnishes ehipping ingtructions, via
the Hesdquarters Component, Lo tha cverseas esbenlishment directing shipment, merkinge and advising of
requirensnts for receipt abatesida,

Determine applicebility of vardous laweand
to Agency shipmsnts. Secures licenses l

from the Department of Cammax-ce for the oxpo 3N 0@ Ouns e EoT—OFT e und
and outbound shipments by the Coast Ouerd or the Burssu of Customs, a8 spplicable, to protect security require-

ad by other Government agencies ss roleted

[T

3 2 &
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STATEMENT OF FUNCTIONS
(RGO BRANCH
TRANSPORTATION DIVISION
10GISTICS OFFICE

monts or to obtaln oxenption from such requirements for particular shipments,

12,

13.

Performe nscosgary stuff planning, coordinstisn and movament control funcbions for the movemeni of cargo
end scheduling of trusks for over-the-road requiraments.

Dsvelops appropriste procedures for obteining, evaluating and collating information neceasary to properly
edvizs the Chief, Transpsristion Divlsion, on all nauttsrs pertaining to the shipment of cargoss world-wids,

Documents and Services Section

1.

Maintains records necassary for sertification of veuchers covoring transportation charges suhmitted by
comrercial carriers, Agoencies of ths Department of Dafenss, and the U. S. Despatch Agent, and other
Government Agenciea; and processes the vouchers for payment.

2525X1A |

2, HMeintains the Branch fils systam, end requisitions supplies and related services,

3o Furnishes on=the=job training to clericel employsas throughout the Braneh.

o Extracts and distributes pertinent shipping information from incoming TWX's or other correspondencs,

5. Hainteing records of the issuance of bills of lading, and files of publications nscessary for the operation
of the Branch,

& Prepares; maintaing, and submits time and attendancs reporta of the Branch.

7o Receives and dispatches incoming and outgoing Branch correspondshcs,

| | | 25X1A

1. Acts as transportation agent and traffiec managar for th arrangss and supsrvizes trang-
portation of suppliee into and out of the Depot,

2. Reeponeible for maxiwmm freight consolidation of less than carload and less than truekload lota.

3. Propares and maintains nscessary documents on routings and releases, and diverting shipments,

Approved For Release zooﬁbﬁ&%&knpn-onwmm 100050056-5
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SECRET
STATEMENT OF FURCTIONS
CARGO BRANGCH

TRAKSPORTATION DIVISION
LCOISTICS OFFICH

Insures conformence with carrieris freight clessificalion and ruless, resgulations, end tariffe prescribed
by Interstate Commeres Commission, and other applicable authorities.
Traces and expedites shipments,

Respensible for the proper preparation and accamplishment of bllle of lading in accordance with existing
instruetions, including the completion of bills of lading,

Is responsible to the Chief of Depet for prompt loading and unlesding of freight cars in ordser to prevent
demurrags chargos.

Supsrvises and provides the asrigmment of moblie squipsmesnt used in the movemsnt of mabterisls in snd out of
the Depot.

Be familisr with and msintain files a2 nscessery of:

@2, Rules, regulations and practioes of Associstion ¢f Ameriean Rallroads, Americen Trucking Associationsg
and comwercisl air organigetions.

b, Regulastions regarding the issuing of transportation requests and bills of lading.
G Demurrage and storage ruiss and charges applicable to the Dspet.

d. Tariffs end schedules of Commercial Transportation Compeniss (rail, sir end motor) which serves ths area
in which the Depot is located.

Arranges for unloading facilities when Depct is unable to provide same.
Heintains and submits report Lo higher authority when required through Chief of the Dapot.

Operates the truck flest assigned for support of the Depot, local drayage in ths Washington Arsa, and super-
viges the perfommence of driver maintenanes on &1 trucks essigned for thess purposes.
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STATEMZNT OF FINCTIONS
CARGO ERANGH
TRANSPORTATION DIVISION
LOGISTICS OFFICE

Plane snd Projects Section

o

g

7

B

i2a

mmmuwmmgwmmeumpnnmmm.

Prepares studies an foreign transportation facilities, with particular euphasis upon transshipping
arrangements thet are availsble to the Agency such as Are Wing and Air Attache and Awbassedor flighta, -

Develops, analyses and interprats transportation cost data to destinations throughout the world in order
to dstermina the most economical means svailable,

Preparss cost estimstes for speoific movemente,

Prepares studies of transportation routss and schsdules in order to determine smd compile the mogt 25X1C
expeditious msans availabls,

muwwuwmnMnmmmoummmu.

Mintaing liaison with the Opersting Pivisions and Support Staffs in order to redues to a pindimm oragh
and emergenoy shipments.

Frepares and submite monthly forecast of Agensy eargo requirements for movement via Military Alyr Transport
Service.

Preparss cost zalysss 4n comnection with the movemsnt of things,

Freparos studies of class and commodity rates in connsction with the ehipping nemsnclature of Agenc;}‘
materiel in order to obisin most economicsl rates.

Assists the Chief, Cargo Branch in supervising and coordinating shipaments of major inporitance or apecial
shipments handlsd under unuwual conditions.

13. Madntains liaison with appropriate elements of the Departwent of Defenss and other governnental and

civilian agencies,
Approved For Release 2g0§ E (ijA-RDP78-0471 8A001100050056-5
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‘ STATEMENT OF FUNCTIONS
! CARGO ERANCH
TRANSPORTATION DIVISION
LOGISTICS OFFICE

Cargo Controel Section

)

Parforms necessary staff planning coordinaticn and movement control functions for movement of carge snd
scheduling of trucks for over-=ths-road requirements.

Maintaing cloge contact with Agency Depots to coordinate the movement of cargoea %o the ports in a timely
Tannsts

Provides followeup ection to ascertaln the status of all cargoes and takes necessary action to prevent
shipping delays.

Prepares the Cargo Branch weekly activities report and the monthly freight traffic report.

Receivas and dissaminates all shipping information throughout the Cargo Branch.

Area Sections

lO

fad

Develops movement plans for the secure, expeditious and economicel shipment of supplies and eguipment to
and from Agency establishments in the geographical area or areas of the world with which the section is
concerned.

Porforms sslected parts of the work involved in determining the means of transporting sach cargoj prepares
instructions; notifications end other documsntation for each shipment.

Approved For Release 2002/05/08R GIA*RDP78-04718A001100050056-5
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SECRET
STATEMENT OF FUNCTIONS
CARGO BRANCH

TRANSPORTATION DIVISION
LGGISTICS OFFICE

Compiles and maintains neeessary rscords to assist in planning for the most efficient; secure and
economical shipment of cargoes.

Preparea nscsssary correspondsnce involvsd in the shiprent of cargoes.

Coordinates with ths Chiefs of the Cargo Control and Documenis snd Services Sseticn in regolving quasbions
&nd problems in which they have primary responsibllity but which require information from an Arsa Ssotion.

Adviges Chief, Cargo Branch, on all matters pertaining to shipments within the geographical arca including
change of policy, chenge of address, Security problsms, and all spscial shipments of en umisual nature,

Approved For Release 2002/05é0 5 l}-§QP78-04718A001100050056-5
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SECRET

HIGHJAY BRARCH
TRARSPORTATIOR DIVISIOR
140ISTICS OFFICE

e — ey ey e v re——

HIGHWAY BRANCH
AIMIRISTRATIVE AND OPERATIONS MAINTERARCE
SUPPLY SECTION SECTION SECTION
PASSERGER BUS POOYL. TRUCK POOL

VEAICLE POOL

8
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STATEMENT OF FUNCTIONS
HIGHWAY BRAWCH
TRANSPORTAYION DIVISIOH
LOGISTICS OFFICE

1. Provides headquarters motor pool service to include scheduled and special dgensy bus ser-

25X1C

3. Coordinates matters pertaining te the administration, operation and maintenance of Agency
motor vehiocles located within the eontinental Undted States, with appropriate officlials of the Agency
and other Gevernment orgamisatiomns as dictated by the particular sirecumstancas in each instance.

L. Establishes and maintains a Branch records system which will provide for the internsl control
of the Highway Branch,

5o Devslops and revommends policy with regsrd to Highway Branch operations end assiste in the
development of teehnical material pertaining to the operation and maintenance of Agency motor vehicles.

6, Develops appropriate prosedures for evaluaiing and collecting information neczssary to
properly advise Chief, Transportation Division, on matters pertaining to allocation, operation, use and
maintensnge of Agency moter veldecles world widg.

7o Provides tsohnically qualified parsomel for the cordust of aprropriate inspections as
direeted.

8. Develops and supervises the Agency driver testing program. ’ ~
1

-

9. Controls the ieeuwe, use and safeguarding of all Agency property assigned to the Highway Branch
in ascordanes with appropriate Agency reguiatiohisc B

10, Pressribes and enforges adequate prosedures and safety standards for the meceipt, storage and "'
dssue gf petroleum products and other hazardous materiais re ed by the Highway Bransgo
=1
SECRBT
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STATEMENT OF FUNDTIORS
HIGH®AY BRANCH

TRANSPORTATION DIVISION
LOGISTICS OFFICE

Il. Providess moter Wransport service for the movemsnt of su plies and equipment im the depar
mental area and for long distance hauls. F ¥ eqpme part

J2. Heviews and comsolidates budget estimates of funds for the maintenanse and eperation of
wansportation equipment; to include operation of moisr peols and prepares detailed justification and
substantiating data for the defenss of such consolidated entimates.

13. Reviews and snalyzes reports of vehicle utilization and makes recomrendations accordingly.

1lis Reviews Tables of Allevences to determins adsquagy of typss and guantities of vehbicles
authorized in such documsnts.

1€, Reviews Interstate Commeree Commission and othar regulatoz;y material end directives to insure
compiience therewdlth in all phases of motor vehdcle operations.

16, Procurea and distributes license tags when required for vehicles in the Continentel United
States and meintaing a central registry for such tags.

17, Raecommends dispesal action for unserviceable vehioles or vehicles in excess of requiremsnts.

Administrative and Supply Section

l. Maintains Time and A¢tendence Reporis for all employees of the Highway Branch, Transportatlion
Division.

2, Procures and mainteing reeords of all Highway Branch supplies and equipment in accordence with
appropriate Agency regulatioms,

3. Roceives and compiles data required for internal control of the Highway Braneh, and for the
preparation of required reports.

Lo Fstablishes and operates the Highway Branch automotive parts stockroomo

A2 =
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STATFMENT OF FUNCTIOHS
HIGRWAY BRANCH

TRANSPORTATION DIVISION
10GISTICS OFFICE

5o Conducts ths Agency driver testing program and maintains records of permits issued.

Cperations Secticn

1, Provides headguartiers motor pool servics.
2o Provides scheduled and special Agency bus service in the metropolitan arsa of Washington, D. C.
3. Furrishes required epsrational data and reparts to Administrative and Supply Sestion, Highway

L. Provides motor transport service for the movement of supplies and equipment in the Deparimental
area and for long distance hauls,

Kaintenance Section

lc Performa preventive maintenence, servieing and mimor ropairs for all Agency moter vehicles in

25X1C
2: Providss for the technicel inspection and processing of all newly acquired Agency motor
vahicles received in the metropolitan arez of Washington, D. C.,| 25X1
25X1C ]

3o Inspects servicee performed on Agency moter venicles under terms of conwact agreementao

bhe Provides required masintenance data and reports o the Administrative and Supply Section,
Highway Brancho
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